How to track WX Denial in ServTrag

You can create a contact action specifically to track WX denials by going to Admin>Data Admin and
selecting data type: Contact Action Administration. Click on the plus icon to add a new contact action.

Select a data type: Contact Action Administration -
Contact Action Display ¥ | Contact Action Description © Contact Type ¥ | Contact Action Classification Enable Barcode ¥ | Active ¥
CREW LOCATIOM CHECK
o @ = >CHECK-IN CALL - WORK  rerr, [s] WX O O

Complete the fields required, and check the box “active”. Finish by click on the floppy disc icon to save.

Select a data type: |Contact Action Administration v|
y
| Contact Action Display ¥ | Contact Action Description { Contact Type L4 | Contact Action Classiﬁcatml* Enable Barcode ¥ | Active ¥ |
Contact Action Display:® |DENIED FOR WEATHERIZATION | Contact Action Description:* |HOUSEHOLD NOT ELIGIBLE FOR WEATHERIZATION SERVICES ‘
Contact Type:* |D | Contact Action Classification:* |WX ‘

Must be O for Outgoing or I for Incoming

PA for Payment Assistance, WX for Weatherization, or N/A
Enable Barcode:* Active:*® =i

Within the Customer Record, you can use the Contact Entry Note feature to track customers who are

denied for weatherization services. You have the option to document additional information in the Notes
section as well as creating a mail letter.

Contacts
Contact Date Contact Type Contact Action Call Code Language Motes Mailing Code Mailing Date
Contact Date: 2/9/2017 11:22:22 AM - Contact Type: OQUTGOING -
Contact Action: DENIED FOR WEATHERIZATION - Call Code: NO ACTION REQ - RECORD ONLY -
Language: ENGLISH - MNotes: OVER INCOME
Mailing Code: DW - WEATHERIZATION DENIAL LETTER [ IR

To run a report on Denied weatherization customers entered: Go to Contacts> Customer Contacts

(i} Home wilire
|£-] Customer Contacts
(=4 contacts 2
[ Incoming Application Processing Current View: |Contacts Last 30 Days "‘ Lg# View Customer/Contact ‘ & Refresh List ﬁ Export List ~ |
& customer Search/Contact Entry Drag a column header here to group by that column
B callbacks Customer ¥ | Contact Date ¥ | Contact Type ¥ ‘ Contact Action ¥ | Call Code
X customer Contacts
DENIED FOR MO ACTIOM REC
% . — . ERICA CARRILLO 2/9/2017 OUTGOING WEATHERIZATION RECORD ONLY
DENIED FOR MO ACTIOM REC
% Weatherization . MARIA ABINA 2/9/2017 QUTGOING WEATHERIZATION RECORD OMLY
DEMIED FOR MO ACTIOM REC
(@ Inventory hd MARIA ABARCA 2/s/2017 OUTGOING WEATHERIZATION RECORD QMLY
o ~ ' marTa acum ar 2/9/72017 OUTEOTHG EEREREHE L2 Tl RE]
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Click on the filter icon for Contact Action and check the box for “Denied for Weatherization” (Note: this
can differ based on what you named the Contact Action) and click OK.

|25 Customer Contacts

Current View: | Contacts Last 30 Days - 4 Refresh List E’ Export List =

Drag a column header here to group by that column

¥ | Contact Date ¥ | Contact Type ¥ | Contact Action % | call Code ¥ | Language ¥ | Notes
DENIED FOR O (Select All) I

Lo 2/9/2017 OUTGOING WEATHERIZATION ALREADY WEATHERIZED
DENIED FOR | DENIED FOR WEATHERIZATION 1

2/9/2017 OUTGOING e T ALREADY WEATHERIZED

PROGRAM/APPLICATION INFO GIVEN

R o/ DENIED FOR w -
A 2/9/2017 OUTGOING WEATHERIZATION ALREADY WEATHERIZED
DENIED FOR
R 2/9/2017 OUTGOING WEATHERIZATION OVER INCOME
15/ DENIED FOR w -
2/9/2017 OUTGOING WEATHERIZATION ALREADY WEATHERIZED
OK Cancel
L= DENIED FOR
ALEZ 2/9/2017 OUTGOING T R AECORD ONLY — OVER INCOME
- o/ DENIED FOR NO ACTION REQ -
Jza 2/8/2017 ouTcoine WEATHERIZATION RECORD ONLY ENGLISH
PROGRAM/APPLICATION NO ACTION REQ -
1/10/2017 OUTGOING e YoaTen Rea RN ENGLISH ADDED FROM APPLICATION E

Next, click on the link located at the bottom of the screen to open the filter builder. Here you are going
to set the date parameter for your report.

L= Customer Contacts

Current View: | Contacts Last 30 Days - “8r Refresh List Ef Export List

Drag a column header here to group by that column

¥ | Contact Date ¥ | Contact Type ¥ | Contact Action Call Code ¥ | Language ¥ | Notes
Lo 2/9/2017 OUTGOING R‘EET'FEEFR?;ATION ggc’;%g%%ff‘? - ENGLISH ALREADY WEATHERIZ
2/9/2017 OUTGOING RFET.FSEFR‘?;ATION EgCAOCR-g%%EYEQ - ENGLISH ALREADY WEATHERIZ
I 2/9/2017 OUTGOING R‘EET'FEEFR?;ATION :S(‘;CRE%’:“EYEQ - ENGLISH ALREADY WEATHERIZ
iR 2/9/2017 OUTGOING RFET‘FEEFR?;ATION REOCECR";%%LR\EQ - ENGLISH OVER INCOME
2/9/2017 OUTGOING R‘EET'FP?EFR?;ATION Egc'?)ig%’:‘fym - ENGLISH ALREADY WEATHERIZ
PALEZ 2/9/2017 OUTGOING RFET‘FEEFR?;ATION REOCECR";%%LR\EQ - ENGLISH OVER INCOME

4
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¥ ¥ [Contact Action] Equals 'DENIED FOR WEATHERIZATION'

Click on the plus icon to set your date parameters.

\\FERGANA\ServTrag\Training\How to track WX Denial in ServTrag.docx 2/9/17



Filter Builder E3

q And @

Contact Action Equals DENIED FOR WEATHERIZATION &3

WEATHERIZATION RECORD OMLY

ENGLISH

Click on “Call Code” and select “Entry Date”

Filter Builder £3

H  And @
Contact Action Equals DENIED FOR WEATHERIZATION &

Call Code Begins with <enter a value> @
Call Code

[ | Contact Action

Contact Date

e
WEZ| Contact Type e
DEN Customer ENGLISH
VEA o

Entered By
EEH ENGLISH
WEA Entry Date
E_E” Language ENC

E
Last Updated By

Last Updated Date
Mailing Code

Mailing Date

Motes

Click on “Equals” and select “Is Between”

Filter Builder 23

{ ande
Contact Action Equals DENIED FOR WEATHERIZATION &

Entry Date Equals <enter a value> &

Equals

Does not equal

Is greater than

WEATHERIZAT] Is greater than or equal to

DENIED FOR

Is less than IGLISH

Is less than or equal to

Is between

Is not between IGLISH

1s blank

Is not blank

e o £ b~ A v v

Is any of

1s none of

Date and time operators ¥
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Enter a start and end date and click “OK”

Filter Builder 23
Filter Builder 23
and
And
Contact Action Equals DENIED FOR WEATHERIZATION
WEA zA
Entry Datels between <SRG > and STV Contact Action Equals DENIED FOR WEATHERIZATION

Entry Date Is between 11/1/2016 And 2/10/2017

oK Cancel

Your results will generate in the screen. To print report click on the Export List tab. A drop down menu
will appear and select from the options.

=* SeniTrag - Conta

€ C | @ Central Coast

inc. [US] | https://www.serviraqazure.com/Con

g
[gonta sey T sRpRrt]
454 Home ~
|22 Customer Contacts
& Contacts
B incoming Application Process Current View: | Contacts Last 30 Days [= @ Refresh List | B ExportList ~ || ]
& cu carch/Contact Ent Drag a column header here ta graup by that column @ Export to POF
ac Cuttomer v | contact oate v | contact ype » [ contact actiol B Exparttox1s v | Languzge v | notes
&
& customer ¢ Expart to XLSX
ERica caRRILD e ouTsome peme ror €0 encusn AREADY WEATHERIZED
G Hesp v W ecotwrr
DeNtED FOR REQ -
—— o || Maria asina 2912007 oUTGOING WEATHERIZA B Exportwocsv [y ENGLISH ALREADY WEATHERIZED
. o DENIED FoR O ACTION REQ - .
FE— o || MaRia aBARCA 292017 oUTGOING DEED o8 oN Mo AcTION B ENGLISH ALREADY WEATHERIZED
- e DemIED FoR MO ACTION REQ -
0 neparts || MaR1a asUILAR 2902017 ouTGoING B CRCETIE ENGLISH QVER INCOME
. oLT /2017 oenED FoR O ACTION REQ - WEATHERIZ
3] Anaiytics AMANDA KOL 2197201 ouTGoING A HoAcTIon R ENGLISH ALREADY WEATHERIZED
3 Administration v e , DEMIED FOR 1O ACTION REQ -
& Administratio AMANDA GONZALE: 292017 ouTGoING e e ENGLISH OVER INCOME
R R DeNIED FOR WO ACTION REQ -
GLADYS MENDOZ 2197201 ouTGoING A oo R ENGLISH
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